
SOLDIER SUPPORT INSTITUTE, FORT JACKSON S.C.

TASK:  Create an Ad Hoc Query.

CONDITIONS:  Given a set of data elements; a computer with 
access to the internet; access to the eMILPO Training Database 
and Datastore; and corresponding regulatory guidance.

STANDARDS:  Created, Viewed, Modified, and Saved an 
ADHOC Query with no errors. 
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•You will have to provide a User ID and password when logging onto 
the AHRS portal.

•Your User ID and password set up by the Instructor.  

User Log On for student 
“2” in classroom “1”
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Click to run query.Student “2” Newsbox.  
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Click to run query.
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Left click on “Soldier 
Core” to open the 
contents list.
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Click on the + sign in front 
of “Reassignment Data” to 
expand it’s contents.

Query Title Box

Click “Finish” to continue

Double click on the data 
element under the expanded 
subject to select it for the query.
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Rows per 
page Refresh

Export

Save Queries

Return to 
source

Online 
Help

StopDesign 
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Using the Contents, Index, and Glossary, 
you can research the topic you are interested in.

Click to 
open the 
Help Index
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Columns = HOME_UIC_CD

Operator = Equals

Enter value = WP25D5

Click “Add” to apply the filter

Filter
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Sort

Ascending Sort Applied Sort 
Symbol
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Modify Columns

Re-sequence the 
columns using these two 
blue arrows

Re-name the columns 
using this button

Note the correct column 
sequence above
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Group

Correct 
Grouping
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Summarize

Use this button  

To apply a count 
on the last name 
column
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Style

Title and 
Soldier’s Last 
Name

Run Query when done
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Your Query results should look like this!

To make further changes to your Query simply go 
back in design mode
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To remove duplicate data rows, go to the Advanced 
Tab and the Properties Option

Select the 
“DISTINT” 
option and      

re-run the query

Slide #16


